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ABSTRACT 

This teaching guide provides an exercise designed to 
help college students integrate knowledge and skills from previous 
lectures and discussions on personality/social psychology, testing 
and assessment, human resources management, organizational design, 
job analysis, and business law, into a participative learning 
experience for personnel/organizational management or applied 
psychology in business. The goals and objectives of the exercise are 
stated, i.e., to help students become familiar with the advantages 
and disadvantages of using biographical, testing, and interview data 
in personnel selection, to become aware of errors and biases, and to 
become familiar with ethics, laws, and policies. The procedures for 
the exercise, in which students are assigned to be either applicant 
or interviewer, are described. Materials for the exercise, including 
a hypothical job description and job criteria, rating forms, 
interview guidelines and evaluation forms, a job application form, 
and an assessment of the learning experience, complete the guide. 
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PREDICTING JOB SUCCESS; 
USING BIOGRAPHICAL DATA, INTERVIEWS. ANDIESIING 



INTRODUCTION 

This exercise was designed to be more than must an illustra- 
tion OF issues in personnel/organizational management or applied 
psychology in business. It was developed to provide for an inte- 
gration OF KNOWLEDGE AND SKILLS FROM LECTURES AND DISCUSSIONS 
THAT PRECEDE THE EXERCISE. ThE EXERCISE WAS DESIGNED FOR USE WITH 

undergraduates, but may be used with entering graduate students. 
This experience is designed to be the culmination of the semes- 
ter's LEARNING. INDIVIDUALS MUST ACTIVELY PARTICIPATE TO UTILIZE 
THE KNOWLEDGE THEY HAVE GAINED ABOUR VARIOUS CONCEPTS DRAWN FROM 
PERSONALITY AND SOCIAL PSYCHOLOGY, TESTING AND ASSESSMENT, COUN- 
SELING AND APPLIED PSYCHOLOGY, HUMAN RESOURCE MANAGEMENT, ORGAN- 
IZATIONAL DESIGN, JOB ANALYSIS, AND BUSINESS LAW. 

GOALS AND OBJECTIVES 

The EXERCISE has the following goals AND OBJECTIVES: 

1. To BECOME FAMILIAR WITH POLICIES, LAWS, AND ETHICS REGARDING 
THE USE OF BIOGRAPHICAL, TESTING, AND INTERVIEW DATA IN JOB 
SELECTION DECISIONS. 

2. To BECOME CONVERSANT WITH THE ADVANTAGES AND DISADVANTAGES 
OF USING BIOGRAPHICAL, TESTING, AND INTERVIEW DATA IN HELP- 
ING SELECTION PECISIONS, 



3. To DEVELOP SKILLS IN EVALUATING RESUMES, REFERENCES, APPLICA- 
TION BLANKS, TEST RESULTS, AND INTERVIEW RESPONSES IN HIRING 
DECISIONS. 

4, To BEGIN TO DEVELOP SKILLS IN ASSESSING THE RELIABILITY AND 
VALIDITY OF BIOGRAPHICAL DATA, TEST RESULTS, AND INTERVIEW 
RESPONSES IN PREDICTING JOB PERFORMANCE. 

5, To BECOME AWARE OF THE TYPES OF ERRORS, BIASES (HALO, ETC.), 
AND LIMITATIONS IN INTERVIEWS AND WAYS TO IMPROVE THE EFFEC- 
TIVENESS OF THE TECHNIQUES THROUGH HANDS ON EXPERIENCE. 

6. To BUILD SKILLS AND RECEIVE FEEDBACK ON BOTH CONDUCTING 
STRUCTURED INTERVIEWS AND BEING INTERVIEWED, 

PROCEDURES AND MATERIALS 

Students are divided into groups of three or four individuals 
EACH. One or more groups are assigned as the "candidates". The 

OTHER GROUPS ARE TOLD THAT THEY ARE THE OFFICERS OF A NEWLY CHAR- 
TERED "bank". "Officers" are provided with a description of the 

bank's PERSONNEL OFFICER, WHOM THEY ARE TO HIRE. ThEY ARE ALSO 
PROVIDED WITH A SERIES OF ALTERNATIVE INTERVIEW EVALUATION FORMS 
FROM WHICH THEY ARE TO CHOOSE OR DEVELOP THEIR OWN. STUDENTS WHO 
ARE CANDIDATES ARE GIVEN AN APPLICATION BLANK FROM THE BANK TO 
COMPLETE AND SUBMIT. PRIOR TO THIS, STUDENTS ARE EXPECTJD TO HAVE 
WRITTEN A PERSONAL RESUME. INDIVIDUAL "bANKERS" EVALUATE THESE 
APPLICATIONS USING VARIOUS WEIGHTING SCHEMES, A SAMPLE OF WHICH 

IS PROVIDED. Interviewees and interviewers review course infor- 
mation ON HOW TO HANDLE THE SITUATION SUCH AS THE USE OF STRUC- 
TURED interviews. After applications have been reviewed, inter- 
views ARE CONDUCTED WITH A SELECTED GROUP FROM THE POOL OF 



APPLICANTS. Not all applicants can be interviewed, and applicants 

MAY REFUSE TO INTERVIEW WITH A GIVEN "BANK". NUMERICAL CODING OF 
INTERVIEW RESPONSES ARE COMPARED WITHIN AND BETWEEN BANKS. RELIA- 
BILITY AND VALIDITY OF SELECTIONS AND INFORMATION USED ARE DIS- 
CUSSED. Reasons for selections are discussed and feedback to all 

PARTICIPANTS IS PROVIDED BY THE ENTIRE CLASS. ThE EXERCISE USUALLY 
TAKES TWO, 90-MINUTE CLASS SESSIONS, NOT COUNTING A WEEK OF OUT- 
OF-CLASS PREPARATION BY ALL STUDENTS. 
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EXHIBIT A 

PERSONNEL T EC HNICIAN 
DESCRIPTION OF WORK; 

GeneraJ Statement of Duties: Performs complex technical work in recruitment, 
examination, classification, waye and salary administration, training, and 
other functions of a personnel program. 

Supervision Received ; Works under .general supervision of an administrative or 
technical superior. 

Supervision Exercised : Exercises supervision over assigned personnel. 
EXAMPLES OF DUTIES ; (Any one position may not include all of the duties listed, 
nor do the listed examples include all tasks which may be found in positions 
of this class) . 

Conducts position audits on departmental and classwide basis and recommends 
human-resource allocations; interviews employees, supervisors, and department 
heads; observes work performed; studies department organization and work 
assignments; and reviews other factors affecting classification and class 
relationships. Reviews, analyzes, and recommends class-specification revisions 
and drafts new class specifications. 

Assists in obtaining, assembling, and computing wage and salary data; collects 
pay data through personal interviews with private and public employers; deter- 
mines comparability of job duties and responsibilities between community and 
city positions. Collects, tabulates, and computes wage and salary data col- 
lected on national pay surveys. 
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EXHIBIT A (Continued ) 

Analyzes personnel requisitions. Conducts recruitment; drafts promotional and 
employment announcements and composes classified advertising. Interviews and 
advises applicants of job opportunities. Reviews experience, education, test 
scores, and other factors regarding eligibles with appointing authorities. 

Selects and recommends standardized aptitude, intelligence, achievement, perfor- 
mance, and other tests; determines cutoff scores. Selects, revises and con- 
structs test items and prepares tests; develops rating patterns. Evaluates 
experience and education of applicants; interviews, evaluates, and certifies 
eligibles. Organizes oral panel interviews. 

Performs related work as assigned. 

QUALIFICATIONS FOR APPOINTMENT ; 

Knowl edges, Skills, and Abilities : Considerable knowledge of the principles of 
personnel administration, including working knowledge of examination processes 
and job-evaluation methods and techniques. Some knowledge of statistics and 
ability to make statistical computations. Ability to organize and present 
effective oral and written reports. Ability to establish and maintain effec- 
tive working relationships with employees, department heads, officials, and the 
general public. 

Education ; Graduation from a four-year college with major course work in busi- 
ness administration, public administration, or related fields. 

Experience : Three years experience in technical personnel work involving 
recruitment, examination, classification, pay administration, training or other 
personnel functions at the professional level. 
OR 

Id Any equivalent combination of education experience. 
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EXHIBIT B 



Name Bank 



KEY JOB CRITERIA FOR A PERSONNEL TECHNICIAN 



Criteria: Major dimension of the 
personnel administrator's job 
(e.g., personal characteristics, 
knowledge, duties, skills, etc.) 


Weight of the criteria 
. 


1. 


— ~ — — — — — 


2. 




3. 


. ■ — ■ — ^ — - — 


4. 




5. 




6. 




7. 




8. 




9. 




10. 





EXHIBIT C 



Job Title: 



Rating Factors 
Consider all factors in relation to the 
position for which the examination is 
being given. 



1. Appearance, physical condition 



Candidate's Name: 



Date: 



Rating 

Mark your tentative rating in pencil by checking the appropriate 
boxes. Mark your final rating in ink after all candidates have 
been interviewed. 



Below 
acceptable level 



10 20 30 40 50 60 



Accept- 
able 
70 



Good 



80 



Outstanding 



90 100 



WT 



SCORE 



2. Ability to communicate ideas 



3. Ability to understand and respond 
to questions 



4. Attitude, manner, interest and 
willingness to work and learn 



5. Knowledges, skills, and abilities 
required by job specification 



6. Add other rating factors as required: 



7. 



8. 



Yr ,< Examiner's Signature_ 
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EXHIBIT D 



INTERVIEWEE NAME; _ ~- l^ATE:^__ 

INTERVIEWER NAME : . . _T I Tl. E : 

POSITION APPLYING FOR; DEPARTMENT; 

Instructio ns; Read over this form carefully before the interview to familiarize 
yourself with the type of informatimi it contains. Try to cover 
all areas on the form either through direct or indirect questions 
of interviewee. Immediately after the interview, complete the form. 

1, Discrepancies between application blank/resume and interview responses? 
How were they handled? 



2. Why is applicant applying for the position? 



3, Summarize previous job experience. 



4. Personal attributes which qualify interviewee for job? 



5. Enthusiasm, leadership, verbal skill, intelligence displayed (if required on job)? 
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EXHIBIT D (Continued) 



6. Salary and fringe benefit expectations. 



7. Formal education, professional development, plans for future education? 



8. Reasons given for any problems with previous employers (supervisors, subordinates, 
peers) , 



9. Other information brought out in interview not covered above, yet related to job. 



10. Provide an overall assessment of interviewee, specifically indicating your pre- 
diction of successful job performance if hired. Provide a rationale for your 
judgment. Should applicant be rejected now? If not, are further interviews 
necessary? 
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EXHIBIT E 



Candidate for: Interviewer: 



Name of applicant: ^Date: 

Please record your conclusions after the interview is completed. Notice the extent to 
which the interviewee possesses or will probably demonstrate the qualities listed below. 
The specific items under each category are intended to direct your attention to the 
ki.ids of evidence you may need to consider as you make your judgments. Check all rele- 
vant items, based on information gathered only from the interview, under each broad 
category. 

1. Cooperation- '-Will applicant get along with others and work as member of team? 

Overall rating on this item 



Below Above 
Lowest Low average Average average High Highest 

□ □ □ □ □ □ □ 

Check below those items applicable. 

I I Evidence of previous friction with supervisors, peers, subordinates. 
I ] Preference for solitary work assignments 
[^Tendency to be a "loner" in social activities. 

I I Evidence of involvement in community, religious, and/or athletic activities. 

I I Openness and candidness in the interview. 

I I Evidence of excessive reactions to criticisms. 



2. Need for achievement --Are the goals and aspirations of this applicant consistent 
with available opportunities? 

Overal rating on this item 

Below Above 
Lowest Low average Average average High Highest 

□ □ □ □ □ □ □ 

Check below those items applicable. 

I I Level of abilities and qualifications consistent with available opportunities. 
I 1 Level of ambition consistent with available opportunities in the company. 
I ] Is easily discouraged by obstacles and setbacks. 
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3. Job Satisfaction— Will applicant be involved in and derive personal satisfaction 
from job? 

Overall rating on this item 



Below Above 
Lowest Low average Average average High Highest 

□ □ □ □ □ □ □ 

Check below those items applicable. 

Has participated in job-related activities (clubs, societies, etc.). 

Q]] Has taken advantage of company-sponsored opportunities to develop skills related 
to job. 

I I Evidence of success in school or work situations. 

Hobbies, interests, and personal goals are in line with job activities. 



4. Rewards needed- -Does applicant give evidence that he or she will find rewards 
offered by the organization in terms of financial rewards and supervisory recog- 
nition compatible with the opportunities provided by the company? 

Overal rating on this item 



Below Above 
Lowest Low average Average average High Highest 

□ □ □ t=] □ □ □ 

Check below those items applicable. 

Needs too much constant recognition by others. 
I I Seems to get much satisfaction from the job itself. 

[3] Will soon demand more in financial rewards than we are in a position to offer. 



Work experience— Does applicant's work history indicate the ability to learn and 
and understand the operations required? 

Overall rating on this item 



Below Above 
Lowest Low avejage Average average High Highest 

tZl □ □ □ □ LZ] □ 

Check below those items applicable. 

Has experience in performing similar tasks. 
I I Evidence of job failure due to lack of ability. 

Has knowledge of tools, equipment, and work procedures. 
^ Evidence of job progression. 



ErJc □ Assignment to special projects or task forces. |g 



6. Responsibility and im'tiati ve- -Wi'n applicant exercise judgment in getting the 
job done, taking initiative where appropriate and seeking assistance when needed? 

Overall rating on this item 

Below Above 
Lowest Low average Average average High Highest 

□ □ □ □ □ a □ 

Check bekow those items applicable. 

I I Evidence of capacity for independent thought and action to meet work standards. 
I I Evidence of ability to assume leadership role when required. 
I I Instances of seeking easy way out to meet work deadlines. 
I I Tendency to blame others for work delays and interruptions. 
I I Evidence of sticking it cut till the job is done. 

7. Manner and appearance- ^Wil 1 others react favorably to applicant? 

Overall rating on this item 

Below ^ Above 

Lowest Low average Average average High 

a □ □ □ □ □ 

Check below those items applicable. 
I [ Over-all appearance favorable. 
I I Shows interpersonal tact. 
I I Adequate level of self-confidence. 
I j Has ability to present and communicate ideas. 
I 1 Is sensitive to the needs of others. 

8. Composure- -Wil1 applicant maintain composure under pressure, keeping head in 
emergencies? Overall rating on this item 

' Below Above 

Lowest Low average Average average High Highest 

□ □ tz] □ □ □ □ 

Check below those items applicable. 

[21] Evidence of ability to adjust to changes in work environment (work interruptions, 
machine failure, other disruptions of routine schedule). 

[ I Evidence of reacting impulsively in emergencies. 

( I Evidence that the quality of his or her work suffers in emergencies. 

I ^ Evidence of ability to adjust to changes in work procedures. 



Highest 

□ 
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9. Dependability— Will applicant have a good attendance record and maintain good 
work habits? 

Overall rating on this item 

BeTow' Above 
Lowest Low average Average average High Highest 

□ □ □ □ n □ □ 

Check below those items applicable. 

[3] Attendance record: times sick, late or otherwise absent from work. 
I I Evidence of reprimands for poor work performance. 

□ safety record: evidence of responsibility for or involvement in accidents or 
work interruptions. 

I I Evidence of good work habits. 

10. Training --Does applicant's experience give him or her an edge over other applicants? 

Overall rating on this item 

' ' Below ~ Above 

Lowest Low average Average average High Highest 

□ □ □ □ □ □ □ 

Check below those items applicable. 

I I Adequate level of educational attainment. 

[^Evidence of relevant on-the-job training, 

r I Evidence of relevant vocational school training. 

Has participated in workshops, continuing-education classes. 

□ Evidence of self-initiated skill development (e.g., correspondence school, 
programmed instruction, etc.). 

Should applicant be hired for the job stated? Yes No 

If yes, state reason. 



If no, state reason. 



COMMENTS: 
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TEXAS S-= Post OHice 

AMERICAN BOX9789 

nA^iix Austin. 

BANK Texas 78766 
AUSTIN 



BEST COPY AVAILABLE 
APPLICATION FOR EMPLOYMENT 

EQUAL OPPORTUNITY EMPLOYER 



BANK USE ONLY 



O 
DT 



0 

INT 



C.) DATE ( 
APPLICAl 


3r 

riON 


MO 


DAY 


Y H 



LAST IHLE ASt PRINT) 



NAME 



MIOOLE. 



© 



SOCIAL SECURITY NO. 



I i I I I 1 I 1 1 i 



PLEASE READ BEFORE COMPLETING THIS APPLICATION. 

This Bank does not discrinninate in recruiting, hiring, and conditions of ennploynnenl on the basis of race, color, religion, national ori- 
gin, sex. marital status, family relationship, handicap, or on the basis of age against persons whose age is between 18 and 70. No ques- 
tion on this application is intended to secure information to be used in a discriminatory manner. 

This application will be given every consideration, but its receipt does not imply that the applicant will be omployed. The Bank, at its 
own expense, arranges for a surety bond for each of its employees. U.-^less the applicant's background will pass scrutiny by a surety 
company (not relative to race, color, religion, national origin, sex. marital status, handicap or age), it will be difficult to secure this 
bond, and the Bank may be unable to offer employment. 



ANSWER COMPLETELY ALL OUESTIOf'SIN YOUR OWN HANDWRITING 



O POSITION APPLIE.D FDR 



GENERAL INFORMATION 



ADDRESS 



PREVIDUS ADDRESS "^t' AsobTRCi t. 



HOW LONG AT 

This aodress' 



HOW LONG AT 
This ADDRESS' 



RESIDENCE TELEPhDNE NO. lOR WHERE YDU CAN BE BEACHED) 



BUSINESS TELEPHONE ND. 



ARE YDU IB OR OLDE R 
ANO LESS THAN 70' 



□ 



YES 



□ 



NO 



0JOB NUMBER 



CAN YOU LEGALLY 
WORK IN THE U.S.? 



□ 



YES 



□ 



NO 



0 



n 



PART TIME 



□ 



FULL TIME 



^MONTHLY SALARY DESIRED 



OTHER NAMES USED IN EMPLOYMENT 



IF RESTRICTED BY IMMIGRATIDN. PLEASE EXPLAIN 



HDW did YDU LEARN ABOUT THISJOBOPENING? 
pi ANEMPLOYEE Q CO L L E G E P L ACE ME N T 

Q ADVERTISEMENT Q HIGHSCHOOL 



[ ) STATE EMPLOYMENT 
[ I AGENCY 



Q DROP IN 
( 1 OTHt n_. 



0EMPLDYMENT DESIRED 

n PtBMANtNT Q TfeMPORARY 



0 WOULD YDU HAVE ANY 



OBJf CTION TO 
SHIFT WORK? 



□ yes Q no 



DATE AVAILABLE FDR iR)HfK\Jt YOU WORKED FDR 
EMPLOYMENT 1 THIS BANK r-"! 
I ^ BEFORE^ □v£sDnO 



HAVE YOU PRE VIOUSLY APPLIED PDR A PDSlTlDN WIThOURBANK^DyEsLDnO IF •YES,' WhEN>^.. 



HAVE YOU EVER PLEADED GUILTY TO DR BEEN CDNVICTEO OF A CRIMINAL OFFENSE INVOLVING ROBBERY. E MB E Z 2 L E M E NT. 

FORGERY. Shoplifting, or other dishonest act? 

n yes Dno if yes give dates and circumstances 



ERLC 

"^"°^-008 Rev. 10/82 



18 



mm 



EMPLOYMENT 



I.IST AIL POSITIONS YOU HAVl H t I. 0. ST A PA T W I T M V O U M MOST R L C t N T P(;b H I (J N. I N ( I i »h I SI LJ t C) YMU N T. 
SUMMl H, l*AFn TIMt AND VOLUNTL L R JUDS. INCLUOl AN V H H L V lO US Ml' L U Y Ml N r VWi 1 .J I MiS 0ANK. ATTACH AN 
ADOITIONAU SHI I t l»- Nt CLSSAMY. 



».A\M • » *U N I UM I AST I Mi'i () • ! M 



t A M 1 t\« , DA 1 e 



UATt Li} ^ 



7 IT I I 



1 i.- 



S.I'll' V 



I 

iSupVWvmsor 



I \( M.i- T 1 ( n>H OuT \\ S 



■ Moi>iMiv ShM' V el J 



NAToF^I or HUSJNLSS 



V A V /,i C()N T AC T 



NAM£ Of NLXTPRLVIOUSEMPLOYtR 



S T AMT JNi . t)A T L 



DAT I LK r T 



J T tTi f 



MoiMt^i V r»tii' t'nq 
Sii'ti' V 



SUPt HVtSOH 



oiscR>PTio\ Of- JOB Duties 



]\ !HM S ACit^m SS . P»U;Nt NUMHl H 



1 I IMvng 



NATUMI or HU5INLSS 



NAME OF NEXT PREVIOUS EMPLOYfcR 



J'JK T t T L t 



,ri DATE 


DATt 


L L F T 




V L A H 


M OS T 








SUPf MVISOH 



Salary 



IhhM'S ArM)Hf:SS PMONF numhih 



Mo'mM'v Saw V 



NATURt Ur HUSIM TiH 



HL ASON F OH Li A v »N* 



NAMl Nl. XT PRE VIOUS L MPLOY fc R 



, I A H I ir.' I l)A T I 

. . ii t .* I t I A »« 



!)A n I M T 



S.i!.»»y 



Tip. Tin I 



-i.-. 

! su»'t nvisoH 
I 



hlRM S AULUUSS PHCJNl NUMHI H 



1 ttnv (i' L H.ivifig 



NATURE Of liUSINf SS 



i\l AS( )f J t ( J M I I A V 
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EDUCATION 



HIGH 
SCHOOL 



COLLEGE 



COLLEGE 



BUSINESS 
SCHOOL 



OTHER 



SCHOOL NAME / ADDRESS 



COURSE OR MAJOR 



T 



DEGREE 



COMPLCTF D 



YtS 



NO 



DATtS ATTENDED 



t - • • 



.RE YOU PRESENTLY IN SCHOOL^ DyeS DnO WMATCOURSES^ 



xPECTEDCOMPLETlON DATE 



SKILLS 



^F^MO^^^^ f^EEL WOULD QUALIFY YOU FOR EMPLOYMENT AT TMt BANK BY INDICATING THE NUMBER 



O 10 KEY ADDING MACHINE 
PROOF MACHINE 
f'RiNTiNG EQUIPMENT 
FULL KEY ADDING MACHINE 



DICTAPHONE 

CALCULATOR 

TL L LE R MACHINE 

HE ADE R SORTfc R 

CRT 



LIST OTHERS 



© STATE SPEED 



ELECTRIC TYPEWRITER 

EXECUTIVE Typewriter 
macj cmrd typewriter 
ke ypunch 
shorthand 



MILITARY 



r 



Y Ob HAVE S^RVFDIN THE US ARMEO F O RCE S, P L E ASE STATE 
OATtSOF ACTIVE DUTY 



BRANCH OF SF RVlCE 



RANK 



NATURE OF DUTY 



ir YOU ARt A VltT NAM f MA Vt TERAN. OR A DISABLE O VFTF RAN OF ANY i RA. AND WOULD LIKE TO BF CONSIOf Rl O UN- 
Ol R THE BANK AFFIRMATIVE ACTION PROGRAM. PLF ASC INDICATE. THIS INI OH MAT ION IS VOLUNTARY AND WILL QE KFPT 
CONf iDENTiAL. IF YOU SFHVED ON ACTIVE DUTY FOR MORE THAN 180 DAYS. ANY PART OF WHICH WAS Bl TWF FN B/&/64 
AND 5/7/75. YOU MAY CHECK "YES" FOR VIET NAM ERA VETERAN. IF YOU ARE A DISABLED VETERAN (DISABILITY RATtD 
30 PERCt NTORMOnF)OF ANYE RA, YOU MAY CHECK --YES" FOR DISABLFO VETERAN. 



VIET NAM ERA VET Q YES []] NO 



DISABLED VET Q YES Q 



NO 



FOR BANK USE ONLY 

{^':)_ 

r*) (■) 



BEIfCOF/AtffilUiLE 



HEALTH 



STATE NATURE OF ANV OlSAUIt 
APPLYING 



^rLTTy'V^TiTdi^li^oUZDrH'^iir^^^^ (.ehformTng TMrjoo7oHWM,'rH YOU ARE 



WOULD VOU HAVE ANY OBJECTION TO TAKINC. A PHYSICAL EXAMINATION BV A PHYSICIAN OF OUR SEt tCTlON' □ VES GnO 



,P YOU HAVE A-ANOICAP AND ^OV^O U.^ T^^^ 

WKLBE INFORMED RtGARDlNU POSSIBLE EMERGENCY TREATMENT. 



PLEASE S»'ECIFY_ 



PERSONAL REFERENCES 

(NOT RELATIVES OR EMPLOYERS^ 








NAME 




ADDRESS 


FIRM NAMfc. ADORtSS 
AND PHONE NUMRl. H 


POSITION OR 
OCCUPATION 


HOW 






















",IVfe NAMLS Oh HfcLATlVES kMPLOYj 


:D by this OHGANl/ATION. AND THliH HI LATiUNSHiP TO YOU 



use 



THIS SPACE TO DESCRIBE ANY OTHER JOB-RELATED QUALIFICATIONS YOU MAY HAVE FOR THIS POSITION 



PLEASE READ CAREFULLY BEFORE SIGNING 

I hereby certify that the.information provided on this application is accurate to the best of my knowledge and subject to ver.f.ca^ 
tio by th s B nk' I authorise the schools, persons, previous employers and other organizations named in this .^^J''"'-" ° ^^-'^^ 
" BaVk U. authorized employees, agents or representatives) with any relevant information that requ.re o rr,v^ an^^^ 

□lovment decision and hereby release any such schools, persons, employers, and organizations from any and all Lability which they 
STot r^i^Tncur to me as a result. I understand that any misrepresentation or omission of a material fact on any application may 

irt'hfelenVr^mXolld"^ that any misrepresentation made by me in filling out th,s application shall be considered 

" rluSlzeTe Blnrto'::".;' :r d. . who. or . part, and in confidence, to any prospective employer, gov 

ernment agency, or other party, with a legal and proper interest. . , ,k •„ ,h„ R.nWt nni 

In the event of my employment to a position in the Bank. I will comply with all rules and regulations as s.t forth m the Bank s pol 

icy manual or other commurications distributed to all employees. tn 
I also understand that m\ employment is conditional upon my satisfactorily passing a physical examination, if one is requtsted, to 

be aiven bv a Dhvsician or registered nurse selected by the company. 

r understand that I may be asked to clear a polygraph examination and be fingerprinted for employment and ..u. employment 

may be asked to clear a polygraph examination if I transfer into a security area which requires the polygrdph as u condition ol 

"^NOTTcE^his is to inform you that as part of our procedure for processing your employment application, an mvestigative con- 
sumer report may be obtained which will provide applicable information concerning character, genera 

teristics and mode of living. This information will be obtained through personal interviews with your fnends, neighbors and associ- 
ates. Upon written request, further information on the nature and scope of the report will be provided. 



Signature of Applicant. 



THIS APPLICATION WILL REMAIN ACTIVE FOR 30 DAYS. jj; .J 
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SUPPLEMENTAL INFORMATION CARD 
Classified Employees 

The information on this card is used for statistical reporting to various regulatory agencies This information will be 
il^lached Troryour a^^^ and will in no way be used in consideration of your appl.cafon for employment. 



Social Security No. 



Application 
Date 



OFFICE USE ONLY 
I Q F C 



Date of 
Birth 



Name 



Ml 



Home Phone 



Work Phone 



] D 



Last 



First 



AC 



Address 



City 



AC 
State 



Zip Code 



Street 



INSTRUCTIONS TO THE APPLICANT: CHECK THE APPROPRIATE BOX. 



RACE: (Check one) 

3 A. White 

] B. Black 

1 C. Hispanic Origins (Spanish) 

J D. Asian or Pacific Islanders 

] E. American Indian/Alaskan 



SEX: (Check one) 

□ Male 

□ Female 



Do You Have 
A Valid 
Driver's License? 



□ Yes 

□ No 



Are You 
Handicapped? 



□ Yes 

□ No 



Are You 
Willing To 
Travel? 



□ Yes 

□ No 



Are You A 
U. S. Citizen? 



□ Yes 

□ No 



What Is The HIGHEST Level of EDUCATION 
COMPLETED: (Check one) 



□ 

GED 



□ 

HS 



EFERRAL SOURCE: 



AIO 299 (R«v 10/79) 



□ 

Under 
Grad 



□ 

Grad 



□ 

Post 
Grad 



AN EQUAL OPPORTUNITY EMPLOYER 

6100 



ERIC 



22 



t 



Name Bank^ 

Date ^ Class Section 



ASSESSMENT OF LEARNING EXPERIENCE 

1. Try to state the purpose of this exercise in one concise sentence. 



2. Specifically what did you learn from this exercise (i.e., skills, abilities, 
and knowledge)? 



3. How might your learning influence your role and your duties as a personnel 
administrator? 



4. What are your own strengths and weaknesses as an interviewer and an interviewee? 



5. What type of information about job applicants can be obtained from an inter- 
view which cannot be obtained via application blanks and reference checks? 
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ERIC 
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6. Summarize the problems which plague many interview situations. 



7. How would you evaluate the effectiveness of an interview program? Could you 
subject such a program to a cost/benefit analysis? 



8. Should a line manager who would be an interviewee's superior conduct final- 
selection interviews, should the personnel specialists conduct them, or should 
both be involved? Under what conditions might each of these three strategies 
be effective? 



o 

ERIC 
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